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- ' OFFICE OF GENERAIL SERVICES

.

REPORT OF OPERATIONS

TO : Chief, General Services
Records Services Division
FROM : Chief, Rwexxxix Mmoooooexx & Restotiookshoe Exeock

SUBJECT: Weekly Report of Operations for the period ending
5 Noveuber 1953

A. Personnel On Duty Vacancies In Process
Office of Chief 1 1 25X1
Rcds. Mgt. Section 1 5
Recds. Center Section 3 0
Mail Control Section 1 g&
1. No. on leave three days or more:
Records Mgt. Section- 1
Mail Control Section- 2
Records Center Sec.- O
2. No. on special detail out of office___;l___. How long?

Records Mgt. Section- O
Records Center Section- O
Mail Control Section-

3. Where: One wan in Transportation Division as full tiwme courier.

4, No. pending resignation, transfer and/or reassignment:
Records Management Section- @

Records Center - 6
Mail Control - 13
5. Specific cases on item 4 not in previous reports. 2
Mail Control Section - L/A 25X1
- L/A
6. New applicants interviewed - . Recruited by Personnel_ = .

Recruited by this office d
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Report for week ending 5 November 1953 from RECORDS SYSTEMS BRANCH

Vital Materials in the Security Office were Jdeposited
in accordance with established schedule for transfer
of vital waterials to the Repository. One projlect -
"The Identification Bedge Record Card,” - previously
microfilmed, is deposited hy means of TBM cerds.

Aall Control Section:

(30 October 1953). An FIS distribution wes handled
by this office - five couriers were usel. The ma.
terial amounted to 51 wail bags, 34 boxee and 20 or
8o packages. The wen left for this assigmment at
8:30 A.M, and returmed to the courier office at 12:50 P.M.

- The only cowment that was heard af'ter this trip was

’ that 1t was preity rough and that they could have
easily used ancther courier. All the scheduled runs
were performed, due to the fact that there was only
one courier on leave that day. Calls for special
service were delayed due to the couriers that were
used on this trip.

(% Novewber 1953). An NIS distribution was handled

by four couriers inm vhich they hauled 30 dags, 9

packages and 10 hoxes. They left at 8330 A.M. and
;etm-ned at 12:30 P.M. All scheduled runs were per-
ormed .
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~ Report for week epding 5 November 1953 frow RECORDS DiSPOSITION BRANCH

As z result of a survey of the files of OIC, the igency
File Menual is being adapted for possible use Iin thatl
Office,

Contact was made with Area Records Officer for the Log~-
istics Office for the purpose of plsmming for the review
and revision of the Records Control Schedule for that
Office which was prepared last year.

Plaus Por & records disposition survey foyr the OCTice ol
Couptroller were discussed with[___ | of that Office. 25X1

1 ' ~ At a weeting with[ ] concerning the Records
Managewent Program for the Office of Operations, the pro-
posed Contact Divisiom Records Control Schedule was sud-
witted to him for his reviev. | |]of Contact 25X1
Divigicon was contacted lmter regarding approval of the
schedule and will discuss it with us after he bas had @
chance +o talk 1t over with his staff.

A records disposition survey is planned for the Medical

Office, contingent on a discussion with:of that 25X1
Office.

Branch

571770109
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Report for week ending 5 Novewber 1953 frow RECORDS CENTER BRANCE

The Records Center received oz Monday, 2 November,
three truck loads of stcel shelving under Contract
Ho. XG-1150. The Logistics Office says that there
is another losd enroute. There is suple shelving
on hand now to erect the 100 sections contracted
for. It has been stated by ies that erection
will start perhaps on Priday, & November and not
Jater than Mooday, O November. ,

A1l availsble shelving has nov been filled and the

" records remaining om pallets are being arrsnged to
facilitate reference service.

The backlog of requests, almost entirely in Supple-
wental Distribution, that developed as a result of
the move, 1s being cut dowm by using personnel on
overtive shifts. It is estimated that service re-
quests will be current by the end of next week.

Four laborers have been assigned to the Center dur-
ing the past week and stegs are being taken to in-
sure their retention during the coming week.

. The problem of srramging for the movement of records
into the Center bas been tentatively solved by
arranging ¢ | for & truck and
laborers on Th and Fridays of esch week.

eT, § center
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Report for week ending § Novenber 1953 from REPORTS AND COFRFSPONDENCE
YANAGRMINT BRANCE

I. Plamed Projects.

1, With the assignment of| [to this 25%1
Branch, we have scheduled as the next major project
the development of a handbook for writers, Such a
guide will contain information on writing techniques,

. the use of form letters, pattern letters, and pattem
paragraphs, and material on other writing aids, Mrs.

will be the person principally responsible

for the creation of this handbook, Preparatory fact
finding will commence immediately. A first draft
should be completed within ninety days.

25X1

2., Depending upon the schedule for installing a R
ports Management Program in the Office of the Conp-
troller, it is proposed to develop and implement a
Reports Management Program within General Services
0ffice, The proposed method of operation parallels
that recommended for the 0ffice of the Comptroller.

3, During the interim while the 0ffice of the Comp=
troller is reviewing the draft of the Reports Manage-
ment Program Ouide, we propose to develop an illustrat-
ed pamphlet on the objectives and operations of an
office-level Reports Phnagement Pvoqvem.

-II. Projects in Progress,

1. Under development are seversl handbills publicis-
ing aspects of the Records Management Program, The
creation of this type of material can be considered a
continuing project.

III, Completed Projects,

1, First draft of the proposed guide for installing and

operating a Reports Management Program throughout the

0ffice of the Comptroller was completed and submitted to
25X1 | |for review,

.
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2 Revised two exhibits and one page of text of th
proposed CI& Cormdence Handbook.

Chief, Reports and COrresnmdwo
Management Branch
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Report for week ending 5 November 1053 from PORMS MANAGEMEWE BRANCH

Provisions were made for time savings in warking type
specifications of draft copies of forws by establish-
ing stendard type fonts and furnishing Reproduction
Division fomt chart and copy of AFMO-1 for guldance
in this snd other forms desipgn matters. Estimated
savings in the warking of type specificstions will be
translated into dollars at a later date. ,

As & vesult of Qiscussion with the Chief, Reproduction
Division, a study is being made in that office as to
the smount of time being spent by personnel in the
office on the preparation of fimsl copy for repso-
duetion of forws. It is expected that this study will
shov to what extent it way be praetical to transfer
 spaces frou tbat office to Forms Management Branch
where all finsl copy will eventually be prepared as
an ineidentel activity to analysic and design.

In a discussion with| | of 25X
the need for maintenance of duplicate Functional Forms

Files (2 within the ID/P area and 1 by the OMM Office)

there has resulted the decision that the ID/P files

should be dispensed with and that the OSM file should

be transferred bdack to the Records Services Division

as Vital Materials records - final coordimation to be

effected with these offices.

Statement of Forms Mansgeaent Branch Punctions has been
prepared and incorporsted into Records Services Divisien
Functional Chert.

. A phased waster plan for an Agency-wide Fores Manage-
25X 1 went Progm-fhu been dcv:%gpd and subuitted gﬁ
or & on
Im subsequent presen

to] mlly spgroved, action will
25X1 coumence on incividusl projects to obt,:a.tn clesrances

outside GSO.

The pre-printing of security classifications on blank

forms vhich contain no classified material until filled

in has raised provlems of storage, issuance and handling

of blank stecks because of these security considerations.

Proposal was wade and concurred fnby[ | GSO 25X1
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-Security 0fficer, and | Seewrity Control 25X1
Divieion, Becurity Ice, to inelude the words "When

Pilled in" after the classifieation of such forws.

This will permit all stecks of such blank forms to be

bandled as unclassified material until completed, frua-

ing considersble safe and vault space, simplifying

bandling procedures, ete.

Approvals during the week consisted of six new forms

for 29,200 coples and tea uprints for 64,000 coples.
Ro forms were revised.
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Average Week

This Week lst 6 Months
1. Microfilming 0 18,697
Images filmed-Rotary Camera o 9,735
Flat-bed Camera
2. Records Center-(all figures in cubic feet)
Records received for processing 0 -
‘ and storage 90 178
References to record material Y ®
Records material destroyed
3. Supplemental Distribution Center
a. New material for stock: 1,516 624
Information Reports 48 145
Intelligence Reports
b. Supplemental Distribution: 364 306
Information Reports 202 191
Intelligence Reports 2 aﬁ
Notices 5 1
Regulations Y 9
Others
¢c. Initial Distribution: %) 3
Notices 9 1.7
Regulations 1 5
Others

4, Mail Activities

a. Post Office Mail 5,410 5,064
Incoming 7,712 6,537
OQutgoing

$ 92414 $ 800.12

b. Postage expended

: 240 2Lo
c. Scheduled Courier trips
76 55.3

d. Special Courier trips

e. Inter-agency mail by Courier 874 956

' Incoming 972 1,313
Outgoing

f. Personnel actions: 8 -
Recruitments -
Separations

g. Use of Motor Pool Vehicles- 8
Available o 0 -

Available but delayed
Not Available
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